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Welcome 

 
Welcome to Santa Rosa County Animal Services (SRCAS)! We appreciate you 

donating your time to our shelter. It will not only be rewarding for you, but also 
for the animals at the shelter. The shelter is an emotionally and physically 
challenging place where, when you roll up your sleeves, you have a great 

opportunity to enhance the quality of animals’ lives and increase their chances of 
finding their forever home. Given your incredibly important role here, we believe 

you will find it a very rewarding volunteer experience. 
 

Your contributions to our shelter are truly unique. 
Thank you for all you do. 
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Our Services at SRCAS 

 
Animal Intake 
We are a county shelter, so we only take animals in our county. Our initial goal is to get animals reunited 
with their owners. We follow a mandatory three-day holding period for all stray animals to give owners 
time to find their lost pet. We post all our animals on our website. 
 

Strays 
All stray animals that are picked up by animal control or come in the front door are posted on our 
website for a three-day holding period. All animals are scanned for microchip and ID tags. SRCAS staff 
will call on all microchips and tags to try to find their owner, then every attempt will be made to contact 
the owner to let them know their animal is at the shelter. 
 

Owner Surrenders 
Some owners cannot or choose not to fulfill the commitment they made when they brought an animal 
into their home. We try to inform owners of all the alternatives so they can make a decision that’s best 
for the animal. Decisions are made on case by case basis; appointments are now required if you need to 
surrender an owned pet to the shelter.  
 

Animal Control 
Animal control enforces animal laws and ordinances and responds to loose dogs, bite cases and 
nuisance animals. Also, citizens report acts of cruelty and neglect. The basic needs of an animal require 
that they have access to food, water, shelter and exercise. If needed, an Animal Control Officer will 
investigate. 
 

Adoption 
SRCAS has dedicated staff who work to maintain high adoption rates among adoptable animals. In 
addition to being microchipped, all animals are spayed or neutered. Animals have also received 
complete health screenings, vaccinations, been de-wormed, and dogs are tested for heart worms. 
All adoptable animals can be viewed on our website. 
 

Hours of Operation 
 

Shelter Hours – M-F 11:30 a.m. to 4:30 p.m. and Sat. 9 a.m. to 2 p.m.            
Adoptions Hours – M-F 11:30 a.m. to 4 p.m. and Sat 9 a.m. to 2 p.m. 
4451 Pine Forest Rd. Milton, FL 32583.    
Phone: 850-983-4680  
 
Animal Control – M-F 8 a.m. to 4:30 p.m., 850-983-4680 
Only emergencies after hours: 850-983-5372 
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About our Shelter 

 
SRCAS works with animal management and welfare which has strict bio-protocols to help keep the 
animals healthier, which drastically increases the likelihood of an animal having a positive outcome. 
Upon intake of all adult dogs and appropriate age puppies, they receive a DAPP (distemper, adenovirus, 
parvovirus, parainfluenza virus) and Bordetella vaccine (commonly referred to as kennel cough) and are 
given a basic dewormer. Dog and puppies receive an external treatment for fleas and ticks. 
 
Upon intake of all adult cats and appropriate age kittens, they receive a FVRCP (FVR feline 
rhinotracheitis virus (Feline Herpesvirus 1), calicivirus, panleukopenia) also known as the “feline 
distemper” vaccine. They also receive an external treatment for fleas and ticks. 
 
Santa Rosa County Animal Services and Animal Control concentrates its efforts on reducing nuisances 
and dangers associated with stray animals, health-related hazards of animals and insuring proper care of 
pets. 
 
 
 

Vision, Mission and Goals 
  
Volunteers are essential in helping SRCAS realize our vision, fulfill our mission and meet our goals. 
 

Our Vision: 
We envision a society in which every animal is treated with respect and compassion. 

Our Mission:  
Our mission is to support and improve the lives of SRCAS animals through sheltering, adoptions, humane 
education and veterinary services. 

Our Goals 
¶ Maximize adoptions and minimize euthanasia. 

¶ Manage shelter populations to a reasonable capacity. 

¶ Reduce pet overpopulation with programs such as low-cost spay/neuter for owned animals and  

trap/neuter/return for community felines. 

¶ Provide high quality veterinary care for pets in our shelter. 

¶ Build and retain a great team. 

¶ Provide effective facilities to carry out our mission. 

¶ Uphold a strong, consistent image and brand identity. 

¶ Maintain a leadership role in animal welfare issues.  

¶ Continue as a community resource for responsible, caring pet ownership. 
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Volunteer At SRCAS 
 

As a volunteer, you are a valuable asset to our organization and to the many animals which need loving 
homes. Our goal is to continually expand our community outreach programs and place more animals 
into good homes. The time and energy you contribute by volunteering helps us achieve these goals.  
Since your support as a volunteer is extremely important, your decision to participate must be made 
with the full understanding of the commitment and responsibility it demands. This handbook has been 
prepared for you as a reference guide. It contains information regarding our policies & procedures, tools 
for dealing with the public and how to safety handle shelter animals. Please read it carefully so you will 
be well equipped to answer questions knowledgeably and to provide quality care to the animals at the 
shelter.  
 
Thank you for giving your time and energy to the animals at SRCAS. We hope that the time you spend 
here will be as rewarding to you as it is beneficial to the animals you help. 
 
 
 
 
 

OPEN HOUSE 
 
 

¶ Should be held at least once every three months. 

¶ Furnish handouts about volunteer position. 

¶ Have a video on how volunteers will be able to help the shelter. 

¶ Provide refreshments. 

¶ Open question time. 

¶ Once you attend an open house and orientation, fill out the application. Once it is 

approved, then you will receive an email or phone call to start your volunteer work. 

While waiting on approval, there are training classes to complete. 

¶ Being committed to volunteering at least two hours a week for six months, we are 

looking for volunteers that are committed to helping the shelter. 
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Goal of Open House 

 
Become a Volunteer for our Shelter 

1. Our volunteers are the key to the success of our shelter.  
2. We are looking for volunteers who want to make a difference in the lives of animals in our care.  
3. We need friendly, outgoing and personable volunteers to assist the public and work with the 

staff in our shelter and at any on-site and off-site community events. 
4. Our dogs and cats are in need of care, attention, walking, training, playing, socialization and 

engaging with people in order to provide the best possible outcomes. 
5. You may choose to work with any or all of our animals, if you have the capabilities and time 

required. 
6. All on-site volunteers wishing to directly handle animals begin with either the dog walking/cat 

care assignments and then may be able to progress to shelter dog training classes, enrichment 
or other levels of behavior handling assignments based on individual skill levels. 

 
Enjoy Organizing 

We could use an organizer to help organize our supplies (everything from leashes, collars, treats,  
toys, etc.) Currently we use cubbies and storage bins which are labeled; however, we could use help 
from someone with an eye to organize things into meaningful groups and put together an organized 
system which our volunteers and staff could easily follow. 

 

Develop Online Training 
Are you an interested learner or designer looking to volunteer your expertise? We could use your help 
putting together short instructional videos for our volunteers. Your work will have a huge impact in 
making our training process more efficient and effective.  
 
Photography and videography: Quality photos and videos can make a big difference in how quickly our 
animals get adopted.  
 

Thank you for your interest in volunteering!  
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Volunteer Opportunities 

We encourage all creativity and skills to help out our animals and staff! 

Level One: This program is designed for beginning volunteers, community service workers or high 

school students. 

Maintenance 

 Includes general clean-up of the yard, watering, and handy work jobs, etc. 

Shelter Cleaning 

Includes cleaning and disinfecting shelter cages for both cats and dogs. Scoop and spray dog 

kennels when needed. Help staff in cleaning kennels for the daily closing. Sweeping and 

mopping areas in lobby, hallways and cat adoption rooms. 

Administrative Support 

Filing, data entry, telephone work and other secretarial/clerical tasks. While contact with the 

animals is low, you will be in the shelter; therefore, volunteers with animal allergies should get a 

note from their physician prior to volunteering with SRCAS. 

Laundry 

Assist with the daily duties of cleaning and folding the laundry used to clean and as bedding for 

cages. It is very important to keep laundry going daily because more bedding is used daily in dog 

and cat kennels. It is not sanitary to leave bedding laying around. 

Dishes 

Very important to do dishes daily. Washing /drying and restocking dishes is very important 

because we feed daily and water the dogs several times a day. Food bowls need to be filled for 

the next day. 

Safety Data Sheets (MSDS) 

 These sheets provide important information for all hazardous substances to which employees 

 and volunteers may be exposed. MSDS explain what safety precautions and equipment to use 

 when working with these substances. The MSDS are updated as needed and are available to 

 volunteers. Safety data sheets are located on black file cabinet in main hallway (next to Dora’s 

 office) in a black binder labeled Material Safety Data Sheets (MSDS). 
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Level Two: This program is designed for experienced volunteers who have been recommended by 

staff and volunteer coordinator. Special training for some of the programs is required. 

Dog Walker/Grooming Program 

Perfect for active people and the dogs benefit tremendously from the exercise and human 

companionship. Dog walkers provide stress reduction activities during the walk and teach the dog leash 

manners to increase adoptability. The interaction between walker and dog helps socialize the animal 

and increase its chances for adoption. Some training is required for walking certain dogs. 

Cat Socialization/Grooming Program 

This program is designed to increase trust in humans for cats that have been poorly socialized or have 

been strays for a time. Volunteers can habituate cats to positive interaction with humans through play, 

grooming and handling. 

Customer Services/Host Greeter 

The shelter has many people coming in to look at adopting an animal. This is where you can make a 

huge impact. Greeting these people as they first come in is the best time to speak with them about what 

it takes to adopt a shelter animal. This helps potential adopters learn more about the cost and 

responsibility of taking home a shelter animal. Volunteers working in this program must have good 

people skills. 

Lost and Found Assistant 

Matching lost pets with their owner helps get more animals out of the shelter and back into their home. 

This also includes putting information in lost/found books and fliers. 

Animal Fostering - Clerical 

Assisting with all aspects of the animal welfare programs at the shelter. Organizing the foster program 

to help with scheduling foster parents for medical appointments. 

Humane Education 

Assists in providing education in the community on animal related issues. Promotes awareness on 

responsible pet care and animal safety. 

Adoption Events  

Attend events at various locations, assist public and handle animals. Must have good people skills and 

experience with dogs and cats. 
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Level 3: These programs require advanced training and animal handling experience for the safety of 

the volunteer and the animals.  

Dog Assessment Group  

Volunteers will be involved in our assessment groups. The groups are used to get animals that are off of 

stray hold out of their kennels. These groups can help reduce animal stress levels and have shown to be 

a true indicator of each animal’s behavior. Volunteers selected for this opportunity will have to meet 

training/physical requirements to participate. 

Advanced Humane Education 

Becoming a community liaison to educate the community on animal related issues and promote 

responsible pet ownership and animal safety through outreach programs. 

Vet Tech Assistant/Clinic Assistant 

This program is for the person with animal medical or shelter medicine experience who can assist the 

vet tech with animal exams, medications, testing, treating and moving animals through the shelter. 

Play Groups 

This program is a shelter enrichment activity for the dogs. Dogs who are allowed to participate in play 

groups are less stressed and show better to potential adopters because of the stimulation and 

enrichment they get from group time. This program is not designed for the beginner. This program 

requires volunteers with an extensive knowledge of dog behavior and the ability to manage a group of 

up to four large dogs during play. This program also requires special tools to ensure the safety of the 

volunteer and the animals. 

Behavior Modification and Training 

This program is for volunteers who have a vast knowledge of animal behavior and the understanding of 

how to correct inappropriate dog behavior. The behaviors could include  jumping, minor dog aggression 

or rough play. This program is only suitable for advanced and senior volunteers who have attended 

training/experience and can demonstrate their knowledge and skill prior to being allowed to work with 

any animal that may endanger them or others. This program will be used on an as needed basis. 

Lead Volunteers 

Lead volunteers will be the team leaders for each group of volunteers. These volunteers will be senior 

volunteers with the knowledge and understanding of any of the volunteer programs so that they may 

teach, mentor and manage the volunteer group in the specific volunteer program they are leaders for. 

Please note that a volunteer orientation is required for all positions. To progress to the next level, 

additional training must be completed. 

 



  

Created by Santa Rosa County 
Animal Services 2020 

 11 

 

 

Special Events 

Our shelter will hold many events throughout the year out in the community and in the complex. These 

events can range from adoption events to community involved fun events. Volunteers will be asked to 

do any number of jobs at these events so that everything may run smoothly. There will be time for 

socializing and having fun at these events because our volunteers should love what they do. These will 

take a lot of prep time at the shelter for set up as well as take down. This is a great opportunity for 

volunteers to get a lot of hours in one event. 

Photos/Descriptions 

Involves photographing animals and drafting descriptions for adoptable animals. A quality image makes 

the difference in motivating people on social media. Also, knowing something about the animal is good 

to know before they come and visit the shelter. 

 

 Please note that a volunteer orientation is required for all positions. 

 To progress to the next level, additional training must be completed. 
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Volunteer Training 

 
Volunteers are often a vital-and sometimes under-appreciated component of a successful 

shelter. Whether helping with staffing special events or doing chores at the shelter, volunteers 

fill the gaps and free up staff time.  

But do you show them how much you value their contributions? And just what are the best 

ways to attract them, keep them and grow them? 

Collections of resources can help manage volunteers, show appreciation and bring our 

volunteer program to the next level. 

Studies that evaluated the effects of training procedures on the correct implementation of a 

dog walking and enrichment protocol, grooming, etc. found that during the shelter’s typical 

training, volunteers correctly implemented just over half of all steps. Correct implementation of 

the procedure improved when participants completed a video-based self-training package. 

Some volunteers correct implementation during coaching, which consisted of modeling and 

positive and corrective feedback, which was maintained during one-week and one-month 

follow-up sessions. 

Training one-on-one with volunteer team leader. 

Training webinars can be used as part of level development.  

There are many training videos that volunteers have to watch and be tested on at the end. 

The thing about video training and webinars is that they can be a part of development and 

listened to at any time, or any place. 

Showing team leaders in a one-on-one session what you have learned in the online training. If 

team leader sees that you really did your homework right, then you can be headed to the 

next level of volunteer opportunities. 
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Programs 
 
Foster Program: 
We have recently expanded our foster program to help save more animals. Our top focus is on underage 
kittens and puppies. These are animals that cannot survive without intervention. We provide medical 
care and line them up with foster families who work hard to ensure these babies are taken care of until 
they are old enough for adoption. We have a veterinarian on staff and maintain close contact with our 
fosters. They are set up on a schedule for checkups, and we also provide necessary supplies to get them 
set up. We also work with behavior issues. Animals may sometimes be stressed from a shelter 
environment. Getting them into a loving home setting can bring them out of their shell and lead to a 
happier, more social pet, which makes them easier to adopt! The foster application is on our website. 

 
 
Barn Cat Program: 
Cats that can be handled but are not quite cuddly enough for adoption can now be rehomed with our 
barn cat program. All fees are waived to encourage the community to give one of these babies a chance. 
We spay/neuter and give rabies vaccination before they leave the shelter. 

 
 
Return to Field Program: 
We are excited about this program! We recently started a return to field program. We saw that healthy 
community cats were being euthanized at an alarming rate. With our return to field services, when a 
healthy neighborhood cat comes into our shelter, we will alter the feline and return him/her back to 
his/her area. This prevents overpopulation as well as saving the life of this cat. 

 
 
Adoptions: 
One of our top priorities is to adopt our wonderful pets out to suitable, loving homes. We do this by 
doing shelter adoptions, off-site events and social media networking to include Facebook and Instagram. 

 
 
Operation Furever Freedom: 
We are honored to support our military by waiving adoption fees for active or retired military. 

 
 
Doggie Day Out: 
Our Doggie Day Out has been a huge success! Eligible dogs may be taken out for the day. Citizens are 
encouraged to take plenty of pictures as well as fill out a profile so that we can be aware of the pet’s 
personality traits outside of the shelter. We have had several adoptions from interest shared by our 
Doggie Day Out participants. It’s a great way for citizens to be involved and also helps the animals to get 
a break and destress for a bit.  
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Pack Walk: 
Once per month, we invite our citizens out to help us walk doggies! We do a local evening walk in the 
neighborhood. This is one of our top events, and the community loves coming out to walk dogs. It helps 
our citizens to participate in the welfare of our shelter pets, and the doggies absolutely love it! 

 
 
Offsite Meet and Greet: 
We have two different local locations who allow us to bring our dogs out once per month after work to 
visit and show our adoptable pets. This allow the community to engage with our pets in a relaxed 
environment, as well as the chance to speak to our staff in a less formal setting. 

 
 
Rescue Partnership: 
We work actively with rescue groups to get more animals to safety. It’s a team effort, and we work with 
many organizations, both locally as well as country wide. 

 
 
Volunteer Staffing: 
Our shelter simply could not do the work we do without our volunteers. We have recently allowed more 
opportunities for our community to help with the animals in our care. This helps the staff as well as the 
animals. It’s a win-win! 
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Working with SRCAS 

 
Authorized Areas 
Volunteers are permitted to access the public and adoption area at SRCAS any time. Admittance is 
prohibited to restricted areas such Hold/Evaluation area, quarantine area, surgery areas and stray and 
feral cat rooms. Areas will be labeled and will also be addressed in orientation. At no time are any 
volunteer, fosters or rescues to walk through or spend time in unauthorized areas, unless they are 
escorted by a SRCAS staff member. 
 

Euthanasia 
Euthanasia is a difficult, but inevitable part of animal welfare. Our main goal at the SRC Animal Shelter is 
to achieve 90% save rate. Decisions regarding the adoptability of animals are made by trained shelter 
staff, including the shelter director, after reviewing temperament test data, health conditions and all 
other available information about the animal. Animals who pose a significant risk to other animals or to 
humans must be humanely euthanized in order to protect public safety. If an animal has behavioral 
issues that are treatable, every effort will be made to rehabilitate the animal or contact rescues for help. 
However, in cases where treatment is not successful or the resources do not exist in the community to 
help the animal, these animals may also have to be euthanized. A personal attachment to certain 
animals and empathy for those who must be euthanized is absolutely understandable, but final 
decisions regarding euthanasia cannot be open for debate with volunteers. We encourage the 
volunteers to let the staff do their jobs without criticism or judgments as a euthanasia decision is 
emotionally difficult for everyone involved. If you are uncomfortable with euthanasia, you may wish to 
consider volunteering in a capacity which helps the mission of the shelter, but which does not have 
direct one-on-one contact with the animals. Only the shelter’s contracted veterinarian or certified 
animal services staff will be permitted to euthanize animals. At no time will any volunteer be permitted 
to assist with euthanasia. 
 

Disease Control 
SRCAS is responsible for ensuring public safety including rabies control and other zoonotic disease 
containment. Zoonotic diseases are those that can be transmitted from animals to humans and may be 
present in the shelter at any time. Some of these disease transmissions include fungi, bacteria, viruses, 
parasites and arthropods. As a volunteer, you must be sure to wash your hands frequently as well as 
clean all animal handling equipment thoroughly to prevent the spread of disease in the shelter.  
Preventing disease transmission includes wearing gloves when handling litter pans, food or water dishes 
or when cleaning up feces, urine or vomit and washing hands frequently. If you have questions or 
concerns, we urge you to speak with your physician about your risks. 
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Code of Conduct/Policies & Procedures 

As a volunteer representing SRC Animal Services, your conduct and interaction with staff, other 
volunteers and the public is expected to be professional and courteous at all times. The shelter 
and animals rely on volunteers to be dependable and effective during their commitment by 
following established policies and guidelines. This allows the shelter to operate smoothly and 
provide maximum benefits to the animals, staff and volunteers. 
 
All volunteer efforts are greatly appreciated, and it is important to SRC Animal Services that 
every volunteer and animal receive a rewarding experience from the volunteer program. Every 
effort will be made to ensure that your service is the best fit for both you, the volunteer and the 
animals. 
 

Respectful Behavior 
As a member of the SRC Animal Service team, you are a representative of the SRC Animal Services brand 
and image and are expected to conduct yourself in a professional manner. You must be respectful and 
courteous in your interactions with the public and staff. Disrespectful or unprofessional behavior 
(harassment (sexual or otherwise), threats, disparaging remarks and discrimination or vulgar language) 
will not be tolerated, and you may be asked to cease your volunteer work as a result of such conduct. 
The code of conduct applies to online and/or written material as well as personal interactions with staff, 
other volunteers and members of the public. 

 
Non-Judgmental Policy 
SRC Animal Services clientele is widely diverse in race, native language, socioeconomic status, 
education, background and other factors. SRC Animal Services maintains a policy of treating all clients 
with respect and accepts that most people love their pets, even if they do not have the same resources 
to care for them as other residents of our county. As a volunteer, you will be asked to set aside all 
negative assumptions you may have about owners of unaltered pets or whose pets are not living in 
conditions, or are being cared for in ways, that you are accustomed to. The assumption that owners of 
unaltered pets, or those whose pets are living in what you feel are less than ideal conditions, are 
irresponsible or uncaring is generally inaccurate. 

 
Confidentiality and Privacy Policy 
Information pertaining to SRC Animal Service records or specific cases are strictly confidential and may 
not be discussed with others. Volunteers may be entrusted with sensitive and confidential information 
while volunteering. While most county activities fall under Florida open records laws, there are a few 
examples that are exempt. Your obligation is to protect confidential information during social media 
interactions. Volunteers are not to disclose any confidential information (contact, personal information, 
financial, etc.) of the shelter to customers or staff members. Only SRC Animal Service approved signage 
and messaging are allowed on premises and at events. Do not write notes or messages on kennel cards, 
on paper signs or affix any other signs or messages without prior approval from staff or management. 
Please refrain from offering the public information on fees or policies unless you are sure you have 
current, accurate information. When in doubt, always refer the person to a staff member. 
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Relationships with Staff 
Volunteers and staff are considered partners in implementing the mission of SRC Animal Services with 
each having a complimentary role to play. It is essential to the proper operation of this relationship that 
each partner understands and respects the needs and abilities of the other. The day-to-day 
management of the shelter is the responsibility of the shelter director who directs all staff and program 
volunteers. Volunteers should enhance the work of staff, not replace them. 
 

Dress Code 
The following requirements are in place for volunteer safety. When in doubt, use common sense when 
dressing for the shelter. 

¶ ID badges are required to be worn at all times. Anyone not displaying an ID will be escorted 

from the building. 

¶ Volunteer T-Shirts (if available) should be worn while at the shelter and at off-site events. 

¶ Wear comfortable clothes; please keep in mind that you may get dirty. Your clothing should not 

be disruptive or offensive. Long pants must be worn when at the shelter, no shorts or skirts 

should be worn at any time. 

¶ Closed toe, rubber-sole shoes are required. No flip-flops, sandals or clogs are to be worn at any 

time. 

¶ Volunteers arriving in inappropriate attire may be asked by any member of management or staff 

to leave or change. 

¶ You may bring drink and snack for your breaks, water or Gatorade is good for hot summer 

months. Please keep all personal items in your car, keys/wallet can be stored in a designated 

area. 

Cell Phones/Earbuds 
Cell phone use must be limited to emergencies only. That includes calls/text messaging. Volunteers are 
not of assistance to the shelter staff and animals if they are preoccupied with their personal electronic 
devices. For everyone’s safety, volunteers may only wear one ear bud/headphone and keep the other 
ear free to hear the people and animals in your surroundings. 
 

Parking 
The front parking lot is for the use of our public guests. We ask volunteers use the same parking area as 
the employees, which is the lot where the grass field is located in front of the shelter. 

 
Smoking/Drugs/Alcohol 
Smoking is prohibited in all buildings and facility grounds. Volunteers who wish to smoke must ask 
staff/management if there is designated area, and you may not smoke except when on breaks and out 
of public view. Under no circumstances shall a volunteer work at our facility on or off-site event under 
the influence of drugs or alcohol. If suspected of being under the influence of drugs and /or alcohol, you 
will be asked to leave immediately and will be subject to termination from the SR Animal Services 
Volunteer Program. 

 



  

Created by Santa Rosa County 
Animal Services 2020 

 18 

 

 
Injuries 
You are responsible for your own health and welfare, so be sure to mind all signs and safety precautions. 
If you are injured while at the shelter, you must notify the coordinator, staff member or management. 

 
Time and Attendance 
The times to volunteer are when the shelter is open. Saturdays are limited to levels 2 and 3 or off-site 
events only. You must sign in/out each day you are volunteering at the volunteer sign-in area. If you 
have not scheduled a time to come in, please contact the shelter to see if there is a position open that 
day. When you commit to a volunteer task or program, you become a valuable member of the team and 
are vital to the success of that program or event. For that reason, we ask that you only commit to events 
or programs that you will be able to fulfill and are qualified for. We understand that life happens, and 
you may be unable to fulfill the task/program you previously committed to. Please notify your team 
coordinator as soon as possible. If this is a reoccurring problem, we might have to reevaluate your 
position. 
 

Duties and Assignments 
We will do our best to assure that your task/program is one for which you have expressed an interest in 
and aligns with your time and talents. We reserve the right, however, to reassign you as dictated by our 
needs at the time at the shelter. Some of the duties you may be asked to do are listed below but are not 
limited to these tasks. Also, there will be training to go to other levels: Scoop and spray kennels, laundry, 
wash dishes, separate newspapers, write thank you cards, put away donations in proper area, 
sweep/mop different areas of the shelter, greet public, walk dogs, socialize cats, assist with picture 
taking, dog washing, place adoption cards on kennels and time to time we have on-site/off-site events 
you may be asked to participate in. 

 
Rules and Regulations 
¶ Only volunteers adequately trained in a specific task may perform that task. The 

coordinator/shelter director, with the assistance of the designee, shall make determinations as 

to which tasks a volunteer may engage in, based on levels and on this policy. 

¶ Do not bring friends, relatives, children or personal pets with you to the shelter. If you know 

someone interested in volunteering, please encourage them to sign up for an open house. 

Should you bring any of the previously named, you will not be allowed to volunteer that day. 

¶ Volunteers are to have NO contact with any stray animals. Only adoption ready animals may be 

handled by volunteers per levels. Information in regard to stray animals is not available to the 

general public as they are not considered property of the shelter until the legal holding time is 

up. Do not take pictures, discuss on social media or disclose any information if the animal is not 

adoption ready and located in the adoptable section. Failure to adhere to this rule will be cause 

for immediate dismissal. 

¶ All stray animals are held for three to seven days allowing sufficient time for their owners to 

reclaim them. Please do not inquire if an animal will be placed or will be coming into adoption. 
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¶ Even with adoptable animals, sometimes a disease can be harboring. Please be aware that you 

are at risk of transmitting diseases to your personally owned pets. We ask that all of your 

personal pets be vaccinated for parvo and Bordetella, as well as be up to date on their rabies 

vaccination. Changing clothing and shoes before getting around your personal pets again may 

help prevent this from happening. 

¶ Do not go into restricted areas. 

¶ Wash your hands throughout the day and between handling each animal. Handling animals from 

kennel to kennel increases the risk of spreading diseases. 

¶ Only one animal is to be walked at a time. You will have access to leashes and will be informed 

of the animals that you are authorized to walk. During the summer months, maximum walking 

time is 10 minutes per dog. 

¶ INFORM ANIMAL SERVICES STAFF IMMEDIATELY IF BITES, SCRATCHES OR ANIMAL AGGRESSION 

OCCURS. 

News Media  
Volunteers are specifically prohibited from speaking on behalf of SRCAS. All media questions are 
handled by the shelter director or our public information office. Sometimes representatives from the 
media will ask volunteers for interviews or information. You should inform them that you are a 
volunteer and cannot speak on behalf of the shelter. Steer them to the director or appropriate staff 
member. Volunteers should take care not to present themselves as a representative of SRCAS. The term 
“media” includes all TV, radio, film, video, internet or other outlets, as well as reporters, 
photojournalists and anyone associated with these media. 

 
Complaints 
Your point of contact regarding volunteering or shelter activities is the volunteer coordinator. Bring your 
concerns/questions to them first. If you have a complaint regarding a staff member or an issue with 
SRCAS policy, bring it to the attention of the volunteer coordinator so it can be resolved. If you have 
difficulties working with someone, bring the situation to the attention of the volunteer 
coordinator/director as soon as possible. We want to resolve issues so that we can all work effectively as 
a team. Immediately report anything you interpret as harassment from staff, volunteers or the public to 
the coordinator/director to ensure your safety and the safety of everyone on the premises. 

 
Volunteer Dismissal 
SRC Animal Services reserves the right to terminate a volunteer’s service at any time, with or without 
notice. We advise volunteers to follow staff directive and to not represent themselves as employees. 
The following are some occurrences that may result in termination: 

¶ Stealing or substance abuse. 

¶ Discourtesy/rudeness to another volunteer, staff member, or citizen. 

¶ Misrepresenting SRCAS OR staff in any way. 

¶ Unauthorized communication with media regarding shelter policies or practices.  

¶ Any deliberate act of cruelty to an animal. 

¶ Carless, negligent performance of volunteer duties. 
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Volunteers who do not adhere to the policies and procedures of the animal shelter or who fail to 
satisfactorily perform their volunteer assignments are subject to termination. The termination of a 
volunteer is at the sole authority of the SRC Animal Services Director. All requests for termination shall 
be reviewed by the director for final determination.  

 
Reporting Procedures 
If you are having a problem with the department or the program in which you are working, please speak 
to the coordinator or director. Problems can usually be resolved and any suggestions for improvement 
you may have are welcomed. 

 
Resignation Procedures 
Upon leaving the program for whatever reason, please contact the coordinator or director. We want to 
personally thank you for your time and commitment and be sure you are not leaving because of any 
unresolved conflict we may address. 

 
Thank You 

 
Thank you for giving us your time and giving the animals your attention! We appreciate your 
commitment to help us help them, and we know that your time is valuable. Each of you may 
have different reasons for wanting to be a volunteer, but all of you choose to volunteer at 
SRCAS because: 

< You desire to care for those cats and dogs desperately needing positive human 

interaction. 

< You wish to help find homes for animals that deserve a second chance. 

< You want to be a part of making our community more responsible for our pets. 

< You want to help save lives. 

Thank you for giving your time and energy to the animals at SRCAS. We hope that the time 
you spend here will be as rewarding to you as it is beneficial to the animals you help. 
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Volunteer Manual Acknowledgment 

I have read and understand the Santa Rosa County Animal Services Volunteer 

Manual. 

I agree to abide by these policies, and I understand that my volunteer service can 

be terminated by SRCAS staff at any time, with or without notice. 

(Please print) 

Name___________________________________________________________ 

Signature_________________________________________Date____________ 

Email ____________________________________________________________ 

Phone____________________________________________________________ 

Parent Signature if under 18___________________________________________ 

Received by Staff Member___________________________Date______________ 

Photo Release 

During my volunteer activities with SRCAS, I understand that my photo may be 

taken at various events and projects. By signing below, I also hereby grant SRCAS 

permission to use my likeness in photograph(s) and/or video(s) in any and all of its 

publications or on the internet, whether now known or hereafter existing. I will 

make no monetary or other claim against SRCAS for the use of the photogragh(s) 

or video(s). 

Volunteer Signature__________________________________________________ 

Volunteer Printed ________________________________Date________________ 

Parent Signature if under 18____________________________________________ 

SRCAS Staff Signature_________________________________________________ 

SRCAS Staff Printed_________________________________Date______________ 

   PLEASE RETURN THIS PAGE SIGNED AND DATED 
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The following are position detail reports. 

Please feel free to read and do the training at the end as 

it is part of the volunteer program and will begin your 

training while we wait on approval of your application. 

Also, it will help you get to the different levels of the 

program.  

 

Websites: 
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Shelter άDoodyέ Calls 

 
Reports to directing staff member/ team leader 
Organizational Impact: Volunteers are considered helpers. Helping keep the shelter clean and clutter 
free is very important. Also helps the staff do their job more efficiently. 
Position Function/Goals/Deadlines: There are mornings duties that need to be done before the 

shelter opens. Keeping the animal’s kennels clean looks and smells so much better when the public is 
viewing the animals for adoption.  
Time Commitment and Location of Work: Volunteer shifts need to be at least two hours or longer 
per week for three months. The shelter is the main place of work inside and outside.  
Core responsibilities:  
 Scooping poop from dog kennels and rinsing the kennels clean. 
 Washing dishes for staff and cleaning kennels. 
 Laundry of blankets and towels that have been with the animals the night before. 

Sweeping main lobby several times a day and sweeping kennel area that has food that has 
spilled out of the kennels. 

 Cleaning transfer kennel carriers for the next transport. 
 Stocking cat supply rooms with litter and food. 
 Putting donations away in proper areas. 

Qualifications/Requirements: 
 Must be 18 years old or over (except for high school Bright Future students 16yr). 
 Must be able to work independently.  
 Volunteers must have attended the appropriate orientation. 
 Committed to volunteering on a steady basis.  
 Wear appropriate attire. 
 Committed to follow policy and procedures of the shelter. 
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Dog Walking Volunteer Position  

 
Report to team leader/ directing staff member 
Organizational Impact: Walking and exercising shelter dogs is very important to their overall health. 
Stress levels are high in a kennel, so socializing with continuous positive experiences allows for better 
meet and greet for adoptions. 
Position Function Goals: Provides mental stimulation and exercise to the dogs, which reduces dogs’ 
stress levels. A volunteer is someone who loves dogs, maybe they can’t have one at home, simply 
someone who wants to help the animals. Either way, it is an activity which both sides can enjoy. 
Time Commitment: Volunteer shits are an hour per day or four hours per week, or more if possible. 
Committed to walk each dog 20 to 30 minutes a shift, or as many as possible. Every dog should get his or 
her chance to enjoy time out of the kennel. 
Location of work: Our shelter is the only place where we are allowed to walk/exercise the dogs. 
Core Responsibilities: 

Greeting a new dog: 
Approach from an angle. Turn sideways. 
Bend at the knees to get at the dog’s level. 
Never lean over the dog, looming may be intimidating. 
Stay relaxed as dogs can read your body language. 
Offer the back of your hand for sniffing. 
Allow the dog to make the approach. 
Do not stare at the dog in the face; keep a soft gentle gaze. 

Learn how to read a dog’s actions and how to respond to them. 
Clean up after the dogs, pick up poop, refill water bowl, etc. 
It’s important to know the signs of stress and fearful behavior to ensure volunteers remain safe, 
while the animals are kept as comfortable as possible. 

Qualification/Requirement: 
Must be 18 years old or over (except for high school Bright Future students, 16yr). 
Volunteers must have attended the appropriate orientation. 
Ability to walk dogs who often pull and are medium to large sized animals. 
Committed to volunteering on a steady basis, shifts will be when shelter is open.  
Committed to follow policy and procedures of the shelter. 
Wear appropriate attire. 
Communicate all valuable findings with the staff. 
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Customer Service/Public Assistance 
 

Report to team leader/directing staff member 
Organizational Impact: Volunteers are considered helpers. Volunteers here during open shelter hours 
are to provide customer service, greet visitors and offer assistance when needed.   

Position Function/Goals/Deadlines: The shelter has many people come in to look at adopting an 
animal. Greeting these people as they first come in is the best time to speak to them about what it takes 
to adopt a shelter animal. Helping adopters learn more about the responsibility of taking home a shelter 
animal can save many more of our shelter animals for finding the homes they deserve. 

Time Commitment: Shifts need to be during open hours, at least two hour shifts a week for four 
months. 
Location of Work: Adoption areas of the shelter, lobby, outside play yard or helping people look at 
adoption kennel to help pick an animal. 
Core responsibilities:  

Be friendly and welcoming! 
Visitors are potential adopters, donors, supporters; they share with friends and family! 
Please assist, direct the public whenever a question is posed to you and act in a positive, 
respectful manner to them. If a customer appears confused, approach them to ask how you can 
help. If you don’t know, don’t guess! Walk them to the staff member to find out the answer with 
them so you are prepared for next time. 
It is ok to say, “I’m a volunteer here and still learning. Let me help you find the answer to your 
question!” 
Please use professional interpersonal skills when communicating with the public. 
We hope you have joined us because you support our policies/procedures which are designed 
to promote the animals’ welfare/educate the public. 
If someone tells you they have intentions for an animal that goes against our policies, feel free 
to share any concerns you have with staff in private. 

Qualifications/Requirements: 
Must be 18 years old or over. 
Volunteers must have attended the appropriate orientation, training. 
Have good communication skills, respect, loyalty services to customers and staff. 
Ability to handle larger to small dogs on a leach, cats in or out of kennel. 
Committed to volunteering on a steady basis, shifts will be when shelter is open. 
Follow policy, procedures, dress code of the shelter. 
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Clutter Buster 

 
Reports to shelter director/ directing staff member 
Organizational Impact: With better organized supplies and tools, shelter personnel and 
volunteers can be more effective at their daily tasks. 

Position Function/Goals/Deadlines: Weekly organization project as needed. Spruce up, 
organize, declutter and put things in proper order as needed 
Time Commitment and Location of Work: Two to three hours per week inside shelter (loading 
bay, blanket area, sorting & storage of towels, toys, leashes, harnesses, collars, Kongs, 
sweaters, costumes, etc.) 
Core responsibilities:  

Design and set up an organizational system. 
Upon approval from staff, sort items into system. 
Upon completion of project, notify staff it is finished & answer any questions regarding 
method of organization. 

Qualifications/Requirements: 
Ability to follow directions. 
Must be 18 years of age or older (except high school Bright Future students, 16 yrs). 
Attend or have training on a particular project. 
Commit to volunteer for duration to complete project. 
Commit to follow policy & procedures of the shelter. 
Wear appropriate attire to fit project. 
Communicate all valuable findings back to staff. 
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Grooming Animals Volunteer Position 

 

Report to shelter director/ directing staff member 
Organizational Impact: In general terms, a clean animal is a happy pet. Grooming will help the animal 
get adopted to his forever home. It is a proven fact that if an animal smells good and is attractive it 
brings more attention to them when someone is looking to adopt. 
Position Function/ Goals: Grooming makes the animal always feel better. Bathing animals creates a 
clean skin and fur. Nail clipping is very important for animal paws. Keeping the animal hair trimmed, 
especially in long haired dogs.                                  

Time Commitment and Location of Work: Volunteer shift needs to be one hour or more if needed. 
Someone that is committed and has a love of animals. Willing to spend extra time and don’t mind 
getting dirty. 
Location of work: The animal shelter wash bay area, grooming table, etc. 
Core Responsibilities: 

Bathing helps with clean skin, as well as helping with fleas. 
Nail clipping helps their paws, helps them walk better. 
Hair trimmed, especially in long haired dogs, helps with the fur not matting, as much and not 
getting in the animal eyes. The procedure helps with keeping them healthy.  
Keeping the grooming area/equipment clean is a must between animals.          
All Volunteers should know the signs of stress, fearful behavior in all animals so that everyone 
remains safe and comfortable as possible with the animals.  

Qualification/Requirement: 
Must be 18 years old or over (except for high school Bright Future students, 16yr). 
Volunteers must have attended the appropriate orientation. 
Attend or have training in grooming sessions. 
Ability to work with shampoo, clippers, scissors, brushes, combs. 
Able to lift dog on to table and wash tub. 
Committed to follow policy and procedures of the shelter. 
Communicate all valuable findings with the staff. 
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Enrichment for Animals Volunteer Position 

 
Report to team leader/ directing staff member 
Organizational Impact: Shelters animals are most impacted by stress and fear. Daily enrichments are 
important mental stimulation for an animal mind.         
Positions Functions/Goals: Providing an interesting, complex, challenging, stimulating and variable 
environment that encourages the animals to explore, think, learn, engage and be well, helps the animals 
mentally and physically.                                    
Time Commitment: A volunteer that can contribute new ways to help the animals learn how to use 
their food toys as well as ways to give massages, create new play groups and learn how to use their 
puzzle feeders. Volunteer shits need to be an hour or longer, only when shelter is open. 
Location of work: Shelter workspace, animal kennels, play yard. 
Core Responsibilities: 

Providing opportunities for the animals to perform their specific typical behavior skills. Help 
them to learn new skills. 
Create ways to help in calming and stimulating the animals. 
It is very important to be able to know signs of stress and fearful behavior in animals so that all 
volunteers will remain safe while they are performing their duties with the various animals. 

Qualification/Requirement: 
Must be 18 years old or over (except for high school Bright Future students, 16yr). 
Volunteers must have attended the appropriate orientation. 
Able to follow through with the task you choose to take on. 
Time to make the things you would like to see use in the task. 
Volunteers are expected to commit to one shift per week, but welcome to sign up for more. 
Committed to follow policy and procedures of the shelter. 
Wear appropriate attire. 
Communicate all valuable finding with staff. 
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Cat Enrichment 

Organizational Impact: Allowing the cats to have socialization while in the shelter environment and to 

reduce stress. 

Time Commitment and Location of Work: M-F, one hour per day in the cat adoption area. 

Core responsibilities: Making sure each cat/kitten has a suitable toy to engage in play. Providing cat 
with box/nesting area to ensure cat feels safe. Play time with cat/kitten to increase socialization. 
Reporting any medical or behavioral issues to staff. 

Qualifications/Requirements: Basic knowledge of cat behavior. 

 

 

Dog Enrichment 

Organizational Impact: This position is vital in providing exercise and interaction for our canines so 

that they maintain a healthy mental state while in the shelter. This increases adoptions as well as makes 

the dog happier during their stay! 

Core responsibilities: Engage in activities with canines to include socialization, mental stimulation – 

providing toys—peanut butter Kongs—frisbees—daily walks—sit for cookies—and always report any 

behavioral or medical issues to the staff. 

Qualifications/Requirements: Basic knowledge of dog behavior. 
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Cat Pawsitive Volunteer 

 
Reports to Cat Pawsitive team leader 
 

Organizational Impact: This program can maintain and improve the quality of life of the cats in our 

care, help shorten their length of stay and help increase adoptions. 
  

Position Function/Goals/Deadlines: To improve the quality of care for cats at the shelter. 
 
Time Commitment and Location of Work: 

12-week training program. 
Data collection continues for 1 year after end of program. 
Average of 1 to 2 hours per week working on program. 
Home computer and at the shelter. 

 

Core responsibilities:  
Complete computer training modules. 
Attend team meetings as needed. 
Choose a cat. 
Work with cat three to four times per week, with two training sessions on each training day. 
Complete training journal for each session done with chosen cat. 
Take photos/video of training as possible and submit to team leader. 

 

Qualifications/Requirements: 
Access to a computer with a reliable Internet connection. 
Must watch and complete all training videos. Also review other class materials from home at 
their own home computer at times of day convenient for them. 
Must attend a mandatory beginning team meeting and other team meetings as necessary. 
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Events Volunteer Position  

 
Report to event team Leader/ shelter Director 
Organizational Impact: Adoption events gets animals out of the shelter and to a forever home. 
Adopt a shelter pet, you open up your heart and home to an animal in need and, in return, the 
momentum created during animal adoption events encourages people who may be considering 
adoption but haven't yet made the move. The appeal of an adoption event can sometimes be 
the motivator people need. 
Position Function/Goals/Deadlines: More adoption events need to be scheduled. At least two 
to three times a month, especially when the big adoption events come around (Pensacola 
Fairgrounds/Alyssa’s/PetSmart/more events at the shelter). As a volunteer you are 
representative of our shelter, must conduct yourself in a professional manner, also be 
respectful, courteous to all customers and staff. Promote animal adoptions and awareness of 
animals, how to take care of them and make a great forever home. 
Time Commitment: Off-site events are usually four to six hours long; shifts can be worked out 
with the team leader. The main big event might be an all-day event, shifts can be worked out 
with team leader. 
Location: Some smaller events are at shelter, off-site events, Pensacola Fairgrounds/Alyssa’s/ 
PetSmart.  
Core responsibilities: 

Volunteer team to set up and team to take down. 
Someone to take shifts working, one to two hours a shift on each event. 
Be able to walk dogs around to meet people, know things about the animal to tell team 
member to get paperwork ready to the event. 

Qualifications/Requirements: 
Must be 18 years old or over (except for high school Bright Future students, 16yr). 
Volunteers must have attended the appropriate orientation. 
Ability to provide transport of animals to events. 
Committed to volunteering on steady basis, times vary at off-site events, one to two hour shifts. 
Able to lift at least 50lbs. 
Committed to follow policy and procedures of the shelter. 
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Off-Site Events 

 
Reports to shelter director and organizer of adoption event 
 
Organizational Impact: These events will help more animals get out of the shelter and into permanent 
homes of best fit. 
  
Position Function/Goals/Deadlines: To supply manpower at off-site adoption events. To offer 
alternate locations for meet-and-greet for adopters who are not comfortable coming into the 
shelter environment. Increase visibility of shelter animals to the public. 
 
Time Commitment and Location of Work: At least two hours at off-site location. 
 
Core responsibilities:  

Set-up environment suitable for presentation of shelter animals. 
Handle and safe care for animals present at event. 
Answer questions about animals for prospective adopters. 
Complete adoption paperwork and seek approval for adoption. 
Receive fee & ensure proper delivery to shelter along with completed paperwork. 
Help clean-up at end of event. 
Help safely transport shelter animals to and from event if needed. 

 
Qualifications/Requirements: 

Ability to follow directions. 
Need to be punctual and prepared for shift. 
Able to interact positively with public. 
Working knowledge of shelter adoption policies. 
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Thank You 

 
Thank you for giving us your time and giving the animals your attention! We appreciate your 
commitment to help us help them, and we know that your time is valuable. Each of you may 
have different reasons for wanting to be a volunteer, but all of you choose to volunteer at 
SRCAS because: 

 
< You desire to care for those cats and dogs desperately needing positive human 

interaction. 

< You wish to help find homes for animals that deserve a second chance. 

< You want to be a part of making our community more responsible for our pets. 

< You want to help save lives. 

 

Thank you for giving your time and energy to the animals at SRCAS. We hope 
that the time you spend here will be as rewarding to you as it is beneficial to the 
animals you help. 

 

             

 


